


NONAPPROPRIATED FUND POSITION DESCRIPTION
JOB TITLE: Payroll Technician POSITION NUMBER 01-0123 JOB SERIES: 0544 PAY LEVEL: NF-2
Summary of Duties:
Performs the full range of payroll duties which includes the following: setting up and changing employees accounts
to reflect pay changes resulting from personnel actions, deductions or temporary changes affecting one or a few pay
periods; auditing authorization documents for completeness, accuracy and propriety prior to changing rates of pay,
etc., including computing bi-weekly taxes, annual statements of earnings, and deductions, maintaining control log on
commission payments, etc.
May use various input documents and a wider variety of coding structures to process many different types of
employees; process groups of accounts requiring regular application of different bodies of primary and special
legislative, regulative, precedent pay provisions; interrelationships of a variety of types of pay entitlement to both
regular and irregular working hours, applicable differentials, premium pay, overtime compensation, deductions, etc.
Handles special technical support assignments.
Performs other related duties as assigned.
Minimum Qualifications:
A minimum of one year of experience that demonstrates knowledge and working applications of payroll system, pay
interrelationships and coding structure. Knowledge of payroll rules, regulations, procedures, programs, and systems
requirements. Ability to type, operate a calculator, and operate a CRT (computer terminal) or personal computer.
Knowledge of business mathematics is required.


